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Desire Position: Customer Service / HR / admin assistant
Interested to establish my professional career with a progressive organization that commits itself to growth and exploring atmosphere that will allow me to utilize my existing knowledge and expertise. With strong technical, management and communication skills, my abilities will be a significant factor in helping to achieve the company goals. Have ability to portray innovation and incentives in order to excel in the chosen field. 

 Renaissance Hotel (Tlemcen,Algeria)
· Assist with day to day operations of the HR functions and duties

· Provide clerical and administrative support to Human Resources executives

· Compile and update employee records (hard and soft copies)

· Process documentation and prepare reports relating to personnel activities (staffing, recruitment, training, grievances, performance evaluations etc)

· Coordinate HR projects (meetings, training, surveys etc) and take minutes

· Deal with employee requests regarding human resources issues, rules, and regulations

· Assist in payroll preparation by providing relevant data (absences, bonus, leaves, etc

· Coordinate communication with candidates and schedule interviews

· Conduct initial orientation to newly hired employees

· Assist our recruiters to source candidates and update our database

Eden Hotel ( Oran , Algeria )
· Answer and direct phone calls

· Organize and schedule appointments

· Plan meetings and take detailed minutes

· Write and distribute email, correspondence memos, letters, faxes and forms
· Update and maintain office policies and procedures
· Maintain contact lists

· Book travel arrangements

· Provide general support to visitors

· Act as the point of contact for internal and external clients

Eden Hotel ( Oran, Algeria )
· Answer telephone, screen and direct calls 

· Take and relay messages

· Greet persons entering organization

· Direct persons to correct destination

· Deal with queries from the public and customers

· Provide general administrative and clerical support

· Prepare correspondence and documents

· Maintain appointment diary either manually or electronically

· Organize conference and meeting room bookings

· Control inventory relevant to reception area

Personal Skills:

· Flexibility and the ability to work under pressure and meet deadlines.

· Working effectively both independently and as a team member.

· Extensive experience in Administrative and desk environment 
· Motivated, persuasive and energetic.

· Having a warm, friendly and engaging personality

· Strong sense of responsibility and desire to get the things done properly

· Always looking  for innovative ways to generate customers inquiries

· Good communication skills and co-operative.

· Ability to resolve customer problems and needs.
Computer Skills:
· Proven literacy, familiarity and competence in the operation of Microsoft Excel, MS-Word, Web designing. On Windows Disk Operating Systems and E-mail.
Education and Training:
· 2016- now  Master degree ( Didactics of Literature)

· 2013-2016  Bachelor degree ( English literature)

· 2010-2013  Baccalaureate ( applied science )
Languages:
· ARABIC     (Fluent)
· FRENCH    (Fluent)

· ENGLISH   (Exellent)
Date of Birth:      December 11th,1994
Gender:               Male
Height:                6’5’’
Nationality:         Algeria
Civil Status:        Single
Visa Status:         Visit 
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Amine


United Arab Emirates


Email: � HYPERLINK "mailto:amine.370722@2freemail.com" �amine.370722@2freemail.com� 





Profile





HR Assistant 									     2015 – 2017


                                        














Administrative assistant                                                                                     2014-2015








 Receptionist                                                                                              2012-2014                                                  
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